Web Work User’s Manual

ltem Request Module

The Item Request module is used to create item requests to advise those responsible for inventory in your
organization, that supplies are needed for your department. This Chapter describes how to use the Web
Work, Item Request module.
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1.1 Overview of the Item Request Module

The Item Requests Module is used to enter new Item Requests into the Web Work system.

Click on the ITEM REQUEST button on the left hand side of the screen to access

the Item Request module.

When you enter the Item Request module you will be in Query mode as shown in the screen below:
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The OPERATIONS @ @reraTions RESOURCES @ RESOurRcES TOOLS @ T22Ls gnd HELP
@ HELF drop down menus contain the various features available in the Item Request module.

@ Web Work includes “help files” for all field names. To access these help files, click on the field
name. A popup window will open displaying help for the field selected.
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2.1

Creating Item Requests

When an item is required, create an item request to advise those who are responsible for inventory and

purchasing in your organization that supplies are required.

2.1.1.

To Create an Item Request

Click on the ITEM REQUEST button on the left hand side of the screen to

access the Iltem Request module.

Click on the @ 2 FEmaTioME menu at the top of the screen to display the drop down menu.

Select New Request (Auto Number ) or New Request from

the drop down menu or click on the NEW button
ﬁat the bottom right hand side of the screen.

The following screen will open:
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Notice the mode you
are in changed from
query to new.

Made new 4

& Py

The Request #, Status and Open Date will be populated by the Web Work system.
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3.1

&

Enter information into the fields displayed on the screen. For information on field contents click on
any field name — this will open a popup help window for that field name.

NOTE: The Request #, Description and Open Date fields are the only required fields, all other fields
are optional.

Click on the SAVE button EEEa\4=88 4t the bottom right hand side of the screen to save the Item
Request.

You will then be in edit mode: you can edit and resave the Item Request, print the Item Request, or

continue working in the module of your choice by clicking on the module on the right hand side of the
screen.

Editing Item Requests

Click on the ITEM REQUEST button on the left hand side of the screen to

access the Iltem Request module.
Click on the @ 2 FEmaTIo ME menu at the top of the screen to display the drop down menu.

Perform an Item Request query to locate and open applicable item request. See Item Request
queries for more information on performing item request queries.

When you retrieve the item request you will be in edit mode.

Only New Item Requests can be edited. Item Requests that have been approved, closed,
cancelled etc. cannot be edited.

Make the necessary changes to the Iltem Request.

Click on the SAVE button IE=tad=
Request.

at the bottom right hand side of the screen to save the Item

To change the status of a request click on the OPERATIONS menu and select Change Status
from the drop down menu.
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4.1 Creating Item Lists

When you have created an item request, you can add a list of items to that request using the Item List
feature. You can enter individual line items or you can request a predefined list of items called Kits.

4.1.1. Adding individual line items to a Request

To add individual items to a request:

e Click on the ITEM REQUEST button on the left hand side of the screen to

access the Iltem Request module.

« Click onthe @ 2 FeraTio M= menu at the top of the screen to display the drop down menu.

» Perform an Iltem Request query to locate and open applicable item request. See Item Request

queries for more information on performing item request queries.

« Click onthe @ BESOuUREES meny and select Item List from the
drop down menu.

A screen similar to the one shown below will open:
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Click on the ADD
NEW button to add a
kit to an item request
or on the NEW
button to add a line

| to open the New Request Line Item screen.
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A screen similar to the one pictured below will open:

3 Request Item - Microsoft Internet Explorer,

NHew Request Line Item

Line # | Category | | nﬂ;‘
ftem # | | “m Imventory |:|
Description | |

l=zue Unit | | [[ﬂ;,

lzsue To | CAMERORL | T ndividusl F‘rl:upe:y\El\

Price | | Reqguest Gy | |
lzsued Gy |IZI Tax1 | \'\ Click on any field
~ | name to access help
Status (OPEN Taux2 | | for that field.
Total | <«4— | The grey colored
fields are Read-Only
fields.

e The Issue To, Issued Qty and Status fields are populated automatically.

e Line # field is read only.

» Enter an item category or click on the QUERY button ﬂ;' to select a category from the Web Work
database. IE: HVAC

e Enter an item number or click on the QUERY button 'ﬂ to select an item number from the Web Work
database.

* When you select an item, the Description, Issue unit and Price fields populate with the information
entered for this inventory item. These fields can be edited.

» Enter an account number if applicable or click on the QUERY button ﬂ;' to select an account from
the Web Work database.

e Click in the check box O beside the Individual Property field if applicable.

Item Requests
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« Enter the Request Quantity.

» The Tax1 and Tax2 and Total fields will calculate automatically.

«  Click on the SAVE button E | to save the Request item or on the CANCEL button

L | to exit the Request Item screen without saving the item request. The item will be
dlsplayed in the table when you are in Items mode.

to continue adding line items or on the CANCEL button

! to return to the main item request screen.

4.1.2. Adding Regquest Kits to a Request

To add request kits to a request:

e Click on the ITEM REQUEST button m on the left hand side of the screen to

access the Item Request module.

« Click onthe @ 2FEraTIoMS menu at the top of the screen to display the drop down menu.
« Perform an Iltem Request query to locate and open applicable item request. See Item Request

queries for more information on performing item request queries. |REsSDURCES
Details

« Click onthe @ RESouUREES menu and select Item List from m
the drop down menu. Accounts

» Click on the ADD NEW & 'AD D NEWJ button to open the Request Kit screen as pictured below.

T Fsqier K1 Sebnction - Microsatl s se | Dpirer [l [0 0G|

L .El
11 Bl A AT b far s Mashea 8
18 Wit Cases pEi SO
[ P 8
LR (o ] El
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e Click on the radio button ® beside the applicable kit name. The contents of the kit will be
displayed on the lower portion of the screen.

Click on the OK button =

contents of the kit or the CANCEL button %

&

4.1.3. Editing Line Items

To edit a line item on a request:

» Click on the ITEM REQUEST button on the left hand side of the screen to

access the Item Request module.

| to edit the

| to return to the main item request screen.

See the Request Kits section of this manual for information on creating and editing Kits.

« Click onthe @ 2FeEraTio M= menu at the top of the screen to display the drop down menu.

« Perform an Iltem Request query to locate and open applicable item request. See Item Request

queries for more information on performing item request queries.

« Click onthe @ RESourcES meny and select Item List from the

drop down menu.

RESOURLCES
Details

Accounts '!. !

» Click on the applicable Line #, Category, Item # or Description in the table to open the Edit Request
Line Item screen as pictured below:
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Update the information as required.

4.1.4. Deleting Line Items

To delete a line item:

5.1

Click on the ITEM REQUEST button on the left hand side of the screen to

access the Iltem Request module.
Click on the @ 2 »=raTioME menu at the top of the screen to display the drop down menu.

Perform an Item Request query to locate and open applicable item request. See Item Request
queries for more information on performing item request queries. RESOURCES

Detail=
Click on the @ BEs@urcES menu and select Item List from the W
drop down menu. Accounts

Click on the applicable Line #, Category, Item # or Description in the table to open the Edit Request
Line Item screen.

Click on the DELETE button A
Item screen.

to delete the line item and close the Edit Request Line

Request Kits

Request kits can be setup for groups of items that are requested on a frequent basis, to avoid having to re-
enter all of the individual items each time a similar item request is entered. Kits may be created for a specific
type of job or supply request such as Tune Up or Uniform Kkit.

5.1.1. Creating Request Kits

To create a request kit:

Click on the ITEM REQUEST button w on the left hand side of the screen to

access the Iltem Request module.
Click on the @ 2 ==raTioME menu at the top of the screen to display the drop down menu.

Perform an Item Request query to locate and open applicable item request. See Item Request
queries for more information on performing item request queries.

Item Requests
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« Click onthe @ RESourREES menuy and select Item List from the drop down menu.

N —
ADD _NEW FHee open the Request Kit screen.

e Click on the ADD NEW

e Click on the on the NEW button
pictured below:

Mo Tem Kit

¥ 1D |

Damcrplion

» Enter a Kit ID and Description into the applicable fields and click on the SAVE button !

E@ NOTE: You must have an Item Request open in order to access the Item Lists and the Request
Kit Management screens.

Item Requests
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The Edit Item Kit screen will open as pictured below:

¥ Reguust Kit Managemend - Microsoft Internet Explzrer

Edit lbem Kit
et 100 TLHE
Dnnpd i Tremup

| - LA

» Enter a category or click on the QUERY button 'ﬂ to select a category from the Web Work
database. IE: HVAC.

« Enter an item number or click on the QUERY button 'ﬂ to select an item number from the category
you selected.

*  The Description field will populate with the description of the item you selected.

«  Enter the Quantity required.

¥
» Click on the UPDATE button to add this item to the kit. The item will be displayed at the top of
the table and the blank row will be displayed below it. Continue adding items to the kit as required.

Category | tem | Descriptio gz (12
0z2-04 ta 35 il filter (7
@
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5.1.2.

6.1

Click on the SAVE button | - to save the Kkit.

Editing Request Kits

Click on the ITEM REQUEST button on the left hand side of the screen to

access the Iltem Request module.
Click on the @ 2 =raTioME menu at the top of the screen to display the drop down menu.

Perform an Item Request query to locate and open applicable item request. See Item Request
gueries for more information on performing item request queries.

Click on the @ RESBOUREES meny and select Item List from the drop down menu.

Click on the ADD NEW [ aeielin 0]

¥ button to open the Request Kit screen.

Click on the radio button ® beside the applicable kit name. The contents of the kit will be
displayed on the lower portion of the screen.

Click on the EDIT button |-—E 2R to open the Edit Item Kit screen.

To add items to the kit enter the Category, Line ltem and Quantity and click on the UPDATE button

lij? To delete items from the kit click on DELETE button I at the far right hand side of the
applicable row.

Changing the Status of a Request

To change the status of a request:

Click on the ITEM REQUEST button w on the left hand side of the screen to

access the Item Request module.

Perform an Item Request query to locate and open applicable item request. See Item Request
queries for more information on performing item request queries.

Click on the @ 2 ==raTioME menu at the top of the screen to display the drop down menu.

Select Change Status from the drop down menu. OPERATIONS
Meswy Request (Auto Mumber)
Mewy Reguest
Feqguest Guery

Change Status .
Frirt Selected Reqguest

Item Requests
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The Item Request Status Change screen will open as pictured below:

2 Item Request Status Change - M... |Z||E|[E|

Change Status

« Click on the down arrow ¥ | to select the new status.

7.1 Item Request Accounts
An item request can be assigned to one account or to a variety of accounts depending on the accounting

practices of your organization. If only one account will be used simply enter the applicable account in the
Account # field on the main Item Request screen.

7.1.1. To apply item request costs to more than one Account

* Click on the ITEM REQUEST button on the left hand side of the screen to

access the Item Request module.

« Perform an Iltem Request query to locate and open applicable item request. See Item Request
queries for more information on performing item request queries.

« Click onthe @ RESourEES meny and select Accounts from the drop down menu.

RESOURCES
Detailz
ftem List

Item Requests
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The Item Request will open in Accounts mode.

«  Click on the Click on the NEW button Ekaiaad J to open the Add Item Request Accounts screen
as pictured below:

3 Add Stock Request Accounts - Microsoft Interne. .. |:||E|[$__(|

Add Stock Request Accounts

Stock Reguest 8

Account | | @
Percertage | | o,
Cost Amount | |

'@} Keep Percertage {:} HWeep Cost

e The Request # is populated with the request number entered on the Item Request.

* Enter an account into the Account field, or click on the QUERY button @' to select an account from
the Web Work database.

« Enter the percentage of the Item Request that is to be charged to this account. Do not enter a
percent sign, only the numerical value of the percent.

* The cost amount will be calculated automatically by the Web Work system.

e Click the radio button O beside Keep Percentage or Keep Cost.

e Click on the SAVE button E
request in Accounts mode.

3 to save this account information and return to the item

* You can click on the NEW button NEw_| to continue adding accounts or on the CANCEL

| CANCEL |

button & to return to the main screen of the Item Request.

[@ When you are in a RESOURCES menu item and want to return to the main item request screen,
you can click on the RESOURCES button and select Details from the drop down menu.

Item Requests
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8.1 Performing Item Request Queries

Find the Iltem Requests you have entered quickly and easily using Web Work’s query by example
Feature. For more information on Query by Example see the System Overview chapter of this manual.

8.1.1. To perform an Iltem Request Query

e Click on the ITEM REQUEST button w on the left hand side of the screen to

access the Iltem Request module.

«  When you enter the Item Request module you will be in query SPE:ATIQN:m =
mode. If you have been working in the Item Request module, you N:x H:ga:ﬂi B E=7)

can click on the @ @ ==raTiorMs menu and select Request
guery to open the ltem Request module in query mode.

equest Guery

Change Status .

Print Zelected Reguest

e A screen similar to the one shown below will open:

2N e bwm ke Wk Ordar Spriers On Tha Wik - Micrmah Iniamal Explaser = Bk
Pl R Ven Peols TeH HS B-
W b 0 v [
ITEM REDUEET MOoDULE
& gean 5 mamousoEs o TGS B
——— I
s o
[ S—— £ [ S—T ]
e o Dl
s E ] e
r—" |
S
e e
[i— =
Badn: gy
BTSN [Ty TN
BiP e e

» Enter selection criteria into any of the fields.

«  Click on the LOOKUP button E===LaTIE 1o display a list of the records, matching the specified
criteria.

» To open any of these Item Requests click the selection box on the riﬁht hand side of the applicable

Item Requests in the table, and then click on the RETRIEVE button at the bottom of the
screen.

Item Requests
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* The Item Requests will appear on the screen. If you selected multiple Item Requests, when you
retrieve them an arrow will appear on the bottom left hand side of the screen.

>

»  Click on this arrow Mext to move from one item request o the next.

E@ Comparison operators such as: <, >, null, not null and % - wild card can be used to further
define a query. See System Overview — Query By Example for more information.

9.1 Printing Item Requests

You can print an individual Item Request or a batch of Item Requests that you have selected and retrieved.

9.1.1. Printing Individual Item Requests

|- TRy

To print only the Item Request that is open on the screen:

Femw W
= o M0
e Ei vy Pt Frond e
. Click on the PRINT button at the bottom right
hand side of the screen. i
FPaga Sabup. ..
. The selected record will open in a new browser window. Frii Pravion %
— b
. Click on File and select Print from the drop down menu to Irgert ared Expeet
proceed with printing. Progties
T 1] T 5
o

9.1.2. Printing Multiple Item Requests

To print a batch of Item Requests:

» Perform an Iltem Request query to open the desired Item Requests. See Item Request Queries
for more information on performing Item Request —

queries. OPERATIONS
Mewy PR (Auto Number)
+ Click on the @ @eesaTioms menu and choose Print L";“EESW
Selected PM from the drop down menu. Genarate P
*  The selected records will open in a new browser vint Selacted Ph
window. Delete This Ph

Calendar

e Click on File and select Print from the drop down menu
To proceed with printing.

Item Requests
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10.1 Item Request — Reports

To access ltem Request reports click on the @ T==%% menu and
select Reports from the drop down menu.
Links .....

A screen similar to the one shown below will open:

B Aeport Select Window - Microsoft Internet Expl.. E"E"E

ltemAeguest Repons

BTAMDARD CusTOM

nirsy Driviy
Paim g Ml

When pindrg sepods snpas el s prisker diege are mpecii#d o it the
jepar and Uise Lasgel prinie

LLOSE

Click on any of the Reports listed under Standard or Custom, to open them.

Only reports applicable to the Item Request module will be displayed. To view all reports, click on

E the REPORTS module button on the left hand side of the Web Work screen.
For more information about reports, see the Reports section of this manual.

10.1.1. Creating Item Request Reports

Reports cannot be created in the Item Request module. To create an Item Request report click on the

REPORTS module button to access the report writer and create the report.

Item Requests
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10.1.2. Printing Iltem Request Reports

Item Request reports can be printed from the Item Request module or from the Reports module.
To print a report in the Item Request module:
* Open the Item Request module.
« Click on the %@ T==L® menu and select reports from the drop down menu.
» Select the report you wish to print by clicking on its title.
The report will open in Preview mode.

» Click on File and select Print from the drop down menu to print the report.

11.1 Links

When you are in the Item Request module and select Links from the %@ T=2&L® menu, the Web
Work Create/Edit Links window will open as shown below.

You can view existing links or create new links using this feature.

X Links asp - Microsofl Internel Explorer r._I.'E|rE

CinataEdinView Links . Links open in & new veisdow

T T T

Fot CrErgEr oo O e SoaT

™) Lirdsduen b kool

i Nsimieranca Hprigraros Sranoe
T AN
1 oheugow Doourliorsl Salwly & Hesth
Acrsni mdradion

You can only view links, which have been setup to be accessible from this module or from all
@ modules. Links set up in other modules with the accessibility set as only within that module will
not be shown.

For information on creating New links see the Links section of this manual.
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